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1. OBIIIASI XAPAKTEPICTHKA PABOYEI ITIPOTPAMMBI YUEBHOM
TUACITATUTHBI

1.1. O6;1acTh NPUMEHEHHS IPOTrPAMMBI
Pabouass mporpamMma yueOHOW [JUCLIMIUIMHBI SIBJSIETCS YaCThIO OCHOBHOM MpPOgeCcCHOHATBHOM
obpa3oBaTenibHOM nporpaMmel B cootBeTcTBUM ¢ @T'OC CITO 38.02.08 «Toprosoe feso».

1.2. llenb ¥ IVIAaHUPYeEMbIe pe3y/IbTaThl 0CBOEHUSA JUCIUIL/IMHBI
B pamMkax nporpamMmbl yueOHOM AUCIUTUIMHBI 00yUaroIIUMHUCT OCBaUBAIOTCS YMEHUS
Y 3HaHUs, 0cob0e 3HaUeHre AUCLIMITIMHA UMeeT Npy (POPMUPOBAHUU U Pa3BUTHUU:

OK 01. Boibupatb criocobbl peliieHUs 3afiau MpodecCUOHATBHON [esTeTbHOCTH TIPUMEHUTEeNbHO K
pa3MUUHbIM KOHTEKCTaMm;

OK 02. Vcnonb3oBaTh COBpeMeHHble CpeJCTBa IOWCKA, aHaaM3a U WHTepnpeTalyd MHQOpMaLuu U
MH(POPMaLIMOHHbIe TeXHOJIOTUHU [J1s1 BBITIOJIHEHUS 3a/jau PogeCCHOoHaIbHOM /1esiTe/IbHOCTH;

OK 04. 3ddekTrBHO B3aMO/IeHiCTBOBATh U PabOTaTh B KOJ/IEKTHUBE U KOMaH/E;

OK 05. OcyuectBaaTe YyCTHYHO U ITHUCBMEHHYIO KOMMYHUKALMIO Ha TOCYAApCTBEHHOM f3bIKe
Poccutickoii ®eiepaliu C yueToM 0COOEHHOCTe! COI[UaTbHOTO U KY/IbTYPHOTO KOHTEKCTa;

OK 06. [TposiBnsTh rpakAaHCKO-TIATPUOTAYECKYHO TTO3ULMIO, JeMOHCTPMPOBaTh OCO3HAHHOE TTOBeJeHUe
Ha OCHOBe TPAJMLIMOHHBIX POCCUMCKUX AYXOBHO-HPAaBCTBEHHBIX L|€HHOCTEW, B TOM UHC/e C Y4eTOM
rapMOHHM3Al[MM  MEXHALMOHA/IbHBIX W MEeXKPEJIMTMO3HbIX  OTHOLLEeHWW, TIPUMEHSITb CTaHAApPThI
aHTUKOPPYIILIMOHHOTO TIOBEIeHUS.

2. CTPYKTYPA Y1 COJIEPKAHUE YUEBHOM JUCIIUITL/TMHBI

2.1. O0BeM yueOHONH AMCHUIUITMHBI U BU/IbI YU4eOHO# pPadoThI

Bup yuedHO# padoThI O0BeM B yacax

O0BbeM 00pa3oBaTe/IbHON MPOrpaMMbl YUE€OHOM JUCIHILTHHBI 70

B T.4. B (hopMe NPaKTHYeCKOH MOATO0TOBKHU

BT. U..
TeopeTUueckoe o0yueHHe 18
MpakTUYeCKUe 3aHITHUS 30
CamocmosmenbHas paboma 18
IIpomexxyTouHas aTrTecTanusa B ¢popme KOMN/IEKCHO20 3K3aMeHa 4




2.2. TemaTHuecKui IJIaH U Ccofiep>KaHHe y4eOHO! JUCHMILUTHHBI [JOKyMeHTalMOHHoe o0ecrieyeHre yripaB/aeHUusi
Oo0neM, Kopn1
aKaj. u/ | KoMIeTeHIH
B TOM u,
yucae B | popmupoBa
Haumenopanue Cojiep>xaHue yueGHOro MaTepuasa  GopMbI OpraHH3aLHUHK AeATeTLHOCTH 00yJalomuxXcs dopme HHUIO
pasjie/Ion 1 Tem Aep y Y |y Y MM [y yuaromy Y
NMpPaKkTH KOTOPBIX
Yyeckoi | crocodcTBye
MOJAr0TO | T 3/IeMeHT
BKH, NpoOrpaMmsbI
aKag u
1 2 3 4
Pazpen 1. IlonsiTHe, 1je/H, 33/]Ja4¥ ¥ IPUHLMIBI 1e/I0NPOU3BoACTBa. OCHOBHBIE MOHATHA AOKYMEHTALMOHHOTO
ob0ecieyeHusi  ynpaBjeHusa. CuHcTeMbl  JOKYMEHTALMOHHOro  o0ecrnieyeHusi  ynpaB/IeHHUS. 8/16
Knaccudukanusa gokymeHnToB. TpeGoBaHus K COCTaB/IEHHIO M 0(OPMI/IEHHIO JOKYMEHTOB
Tema 1.1. Hcmopus pazeumus Odenonpouzsodcmea 8 Poccuu. Omanbl cmaHoeleHuUss u paseumust 0eaonpou3eoocmed.
HopmatuBHO-MeToueckast 6a3a: 3akoHbl PD 06 mnbopmarmm, 'OCT P 6.30-2003. [NonsTre [OKyMeHTa U
nHpopmarii. CBOMCTBa /AOKyMeHTa. [I0KyMeHTHpOBaHHWe M Criocobbl ¢ukcaiuy uH(opmarmu. Hocurem
nH(popMar. CHcTeMbl IOKyMeHTaLMW: OpraHW3aL{IOHHO-PacriopsuTebHas U UH(POPMAaLMOHHO-CTIPaBOYHast
JokyMmeHTalusi. [IpaBuna odopmiaeHusi JOKymMeHTOB. TpeOoBaHMsi K OQOPMJIEHHIO —OpraHW3aLMOHHO-
PacIopsiIUTeNBHBIX JOKYMEHTOB M VX KOMMUIA. $I3bIK ¥ CTW/Ib CJTy>KeOHBIX OKyMeHTOB. KOppeKTypHbIe 3HaKd U
YX TpUMeHeHe TIPU pe/JaKTUPOBaHUU 8
ITpakTHueckKue 3aHATHSA 16
CamocTosiTe/ibHasA paﬁoTa OﬁyanOH.lI/IXCH
1. HITyaupoBaHue TeKCTOBLIX MaTepUasoB.
2. IToAroToBKa K KOHTPOJIbHBIM BOMIPOCAM:
1. Ilepeumncivre OCHOBHBIE 3Tallbl PA3BUTHA [1e/I0IIPOM3BOACTBA B Poccuu. 8

OxapakTtepu3yiTe MpUKa3Hoe /1e/I0IPOU3BO/CTBO.

CyIIHOCTB KOJI/IE’KCKOTO /IelIOTIPOM3BO/ICTBA.

XpoHOoruyeckre paMkKy 1 CYIIHOCTb UCTIOTHUTE/ILHOTO /leJIOTPOM3BO/ICTBA.

PackpoiiTe 0CHOBHbIe 0COOEHHOCTH COBETCKOT'O [1e/I0NTPOM3BO/ICTBA.

ITepeuncvTe HOpMAaTHUBHbBIE JOKYMEHTBI, PeryiaMeHTHPYIOLIYe esiTelTbHOCTh CyK0 10Y.

oA WN
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Oo0neMm, Kopn1
akaj. 4/ | KoMneTeHIH
B TOM u,
yucie B | (popmupoBa
Haumenopanue Cojiepxanue yueGHOro MaTepuasa 1 GopMbI OpraHH3aLHUHK AeATeTLHOCTH 00yJalomuxcs dopme HHUIO
PasAeiIon M Tem NpaKTH KOTOPBIX
Yyeckoi | CrocodcTBye
MOAr0TO | T 3/IeMeHT
BKH, NporpamMMsbI
aKajg 4
1 2 3 4
7. JlaWTe ompefie/ieHre TePMHUHA «JOKYMEHT».
8. Uro npencraBnsier coboit nHbopmars?
9. OxapakTepusyire dhopmysip-obpasei.
Pa3pen 2 Opranu3anusa JAOKyMeHTooOopoTa: mnpueM, o00paboTKa, perucrpanus, KOHTPOJb, XxpaHenwe | 10/14
AOKYMEHTOB, HOMeHK/IaTypa jie/1. TeXHO/1I0rus opraHu3aljuy JOKyMeHT0000opoTa
Tema 2.1. IMoussimue  denonpouzsoocmea. [lesmeabHocmb — caydcobl  [JOY.  Jlokymenmoobopom. Ilousmue o
desnonpou3e8oocmee U UH(OPMAYUOHHO-OOKYMeHMAayuoHHOM obecneyeHuu ynpaeneHusl.
locymapctBeHHast cay»k0a JoKyMmeHTal[ioHHOTo obecrieuenus ynpaBiaeHus (['CIHOY). CTpykrypa,
dyukpm cayx6e1 10Y. Jo/mKHOCTHOM cocTaB. TuroBasi TeXHOJIOTHSI OpraHU3alyH A0KYMeHT000opoTa. 10
ABTOMaTH3a1Ms MTPOLIECCOB IOKYMEHTALIMOHHOT0 0becrieueHusi yrpaB/ieHust
ITpakTHyecKue 3aHATUSA 14
CamocrosnTe/bHasA paboTa 00yuyarommxcs
1. llITyarpoBaHue TeKCTOBBIX MaTepHasoB.
2. IToaroroBka K KOHTPOJIBHBIM BOIIPOCAM:
1. Ha3oBuTe 0CHOBHbIE BU/IbI yIIPaB/I€HUYECKOW JOKYMEHTAL|H.
[MaiiTe omnpe/iesieHre TEPMUHA «CUCTEMbI JOKYMEHTAL[UW».
PackpotiTe kiaccudukaiyio J0KyMeHTOB. 10

[Havite onpejeneHne «OpraHU3aLMOHHON JOKYMEeHTaL[AK».
[aiiTe onpeiesieHre «paclopsiAUTeTbHON JOKYMEeHTaLun».
Haiite onpefesieHre «UH(OPMALIMOHHO-CIIPABOYHOM JIOKYMEHTAL[UM».
7.  IlepeunciuTe U oxapakTepu3yhTe BU/bl JOKYMEHTOB, BXOJSIMX B COCTaB OpraHU3al[MOHHON
[ OKYMEeHTaL1H.
8. TlepeumncinTe U 0XapakTepu3yWTe BU/bl JOKYMEHTOB, BXOJSIIMX B COCTaB PaclopsiAUTeTbHON

ek wnN
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Oo0neMm, Kopn1
akaj. 4/ | KoMneTeHIH
B TOM u,
yucie B | (popmupoBa
Haumenopanue Cojiepxanue yueGHOro MaTepuasa 1 GopMbI OpraHH3aLHUHK AeATeTLHOCTH 00yJalomuxcs dopme HHUIO
pa3esion 1 TeM Aep y P P P MU X y Iy p
NpaKTH KOTOPBIX
Yyeckoi | CrocodcTBye
MOAr0TO | T 3/IeMeHT
BKH, NporpaMmsbI
aKajg 4
1 2 3 4
JIOKyMeHTaL[1H.
9. Ilepeuncivre U oxapakTepu3yiTe BUbI JOKYMEHTOB, BXOJSIIMX B COCTaB MH(POPMaLMOHHO-
CIIPaBOYHOM JJOKyMEHTAaL[1H.
10. TlepeuncnuTe OCHOBHBIE BUBI C/TY>KEOHBIX MHCEM.
11. Packpoiite cyTb JOKyMeHTOOOOpOTA.
12. TlpuBeauTe npUMepsl pErUCTPALU JOKYMEHTOB.
13. IlepeunciuTe OCHOBHbIE IIpaBU/ia MOATOTOBKYU JOKYMEHTOB Ha apXUBHOE XpaHeHue.
14. Ha3soBuTe OCHOBHbIE PEKBU3UTHI CJTYKEOHBIX JOKYMEHTOB.
15. ABTOMaTM3UpPOBAHHBIE CUCTEMBI PAOOTHI C JOKYyMEHTaMH.
IIpomexxyTouHas aTrTecTanusa B opmMe KOMN/IEKCHO20 IK3aMeHa 4
Bcero: 70




3. YCJIOBUSA PEAJIM3AIIVIN ITPOTPAMMBI YYEBHOU JAVICITUTI/IMHBI

3.1. Marepua/sIbHO-TEXHUYECKOe o0ecreyeHmne

Peamm3auusi  mporpamMMel  yueOHOW — JUCLMIUIMHBI  TpeOyeT  Haiuuusi  371eKTPOHHOM
obpa3oBaTe/IbHOM Cpe/ibl; yueOHOro KabuHeTa.

O6opyoBaHHe yueOHOro KabuHera:

®  KJaccHas [J0CKa;

®  [I0C3/IOUHbIE MECTa M0 KOUYeCTBY 00yJaromnXCs;

e paboyee MeCTo IpernojaBareisi;

*  yueOHO-TIpaKTHUYeCcKoe 000py/0BaHWe, HeOOXOAWMOe /sl TIPOBe/IE€HUs IPeNyCMOTPEHHBIX
TIPOrPaMMOM MTPAaKTUUECKUX 3aHSTHA.

TexHu4ecKkHe cpeJCTBa 00yyeHH:

*  KOMIIBIOTEPHI C BBIXO/IOM B CeTh Internet;

®  callT «J/IuuHasi CTyiusi» C BO3MOXXHOCTBIO PabOTHI C 3/1eKTPOHHBIM 006pa3oBaTeIbHbIM
pecypcom;

®  3/IeKTPOHHbIE OMO/IHMOTEUHbIE PeCypChI.

YueOHO-MeTOHUECKOE 00ecredeHHue JUCIUIITHHbBI:

®  MeTO/WYeCKUe yKa3aHUs TI0 OPraHK3al[uK MPAKTUUECKUX 3aHSATHM;

®  MeTO/WYeCKUe YKa3aHHUs TI0 CaMOCTOsITe/IbHOU paboTe.

IIporpammHoe ob6ecrieueHue

[MporpamMHoe  obecrieueHWe,  SIB/ISIOLEECS  YAaCTbIO  3JIEKTPOHHOM  MH(MOpPMAaIMOHHO-
obpa3oBaTesibHOM Cpe/ibl U Oa3upyroljeecst Ha TeJIeKOMMYHHUKAI[MOHHBIX TeXHOJIOTHSIX:

-KOMITbIOTEPHBIE 00yUaroIyie MPOrpaMMbI;

-TPEHUHT OBbIe U TeCTUPYIOIHe ITPOrPaMMBbl;

-WHTeJIeKTya/IbHble pOOOTU3UPOBaHHbIe CUCTEMBI OLIEHKH KayeCTBa BbIIOHEHHBIX PadoT.

[Mporpamma ympaBieHusi oOpa3oBarenbHbIM —mpoiieccom B OUOC  (MHbopmalyoHHas
texHosorus. [Iporpamma yripaBnenusi o6pa3zoBatenbHbeiM iporjeccom. KOMBAT).

3.2. HudopmanmoHHOe ob0ecrieueHne 00yUeHuUs!
OcCHOBHBIE HCTOYHUKH

1. Ky3HeroBa, 1. B. JlokymeHTariioHHOe obecrieueHue yripaB/ieHus : yuebHoe nmocobue aas CITO /
W. B. Kysneriosa, I'. A. XauaTpsin. — 3-e u3g. — Caparos : [Ipodobpa3oBanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — TekcT : 3/meKTpoHHbIH // LudpoBoii o6pa3oBaTe/bHbINA pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/135470.html

2. JlokymeHTalMoHHOe obecrieueHre ympaeieHus. CocTaBieHue W OpOpPMJIeHHE [e/IOBBIX
JIOKyMeHTOB : yuebHoe riocobue assi CIIO / cocraButemnu E. U. BaiimakoBa. — 2-e usfg. —
CaparoB, Mockea : ITpoobOpasoBanue, Aii [Tu Ap Meaua, 2024. — 144 c. — ISBN 978-5-4488-
2168-4, 978-5-4497-3412-9. — TekcT : 3neKTpoHHbIN // 1ludpoBoit obpa3oBaTenbHBINA pecypc
IPR SMART : [caliT]. — URL: https://www.iprbookshop.ru/142218.html

3. JlankuHa, H. H. lokymeHTaruoHHOe obecrieueHue yrpaByieHus : yue6Hoe nocobue s CI1O / H.
H. JlankuHa. — CapatoB : IIpodobpa3oranue, 2026. — 160 c. — ISBN 978-5-4488-2878-2. —
TekcT : a/mekTpoHHbIM // Llndposoit obpa3oraTensHbli pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/158233.html
JlonoHUTe IbHbIEe UCTOUHUKH

1. Ky3nernoBa, U. B. JlokymeHTaI[MOHHOe o0ecrieueHure yIipaB/ieHUs: yueOHoe rmocobue /st

CIIO / W. B. Kysnernosa, I'. A. XauatpsiH. — 2-e u3j. — Caparos: [Tpodhobpa3oBanue, At I[Tu Dp
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr:
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JIEKTPOHHBIN //  DNeKTPOHHO-OMOIMOTeUHast
http://www.iprbookshop.ru/80326.html

cucteMa IPR BOOKS: [caiirt].

URL:

HNHuTepHeT-pecypcobl

o www.delpro.narod.ru/
o dogovor.helpery.ru/
. Www.eos.ru/

® CIIpaBOYHO-TIPABOBasi ccTeMa « KOHCY/IbTaHT TUTIOC», «I'apaHT»;
* 31eKTpoHHO-0ubmmoTeuHas cucreMa (OBC) OBC «IPR SMART» http://iprbookshop.ru.

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHHNSA YUYEBHOU JUCIIAITI/IMHBI

MeTtoabI OLIEHKH

Pe3ynbTaThl 00yueHust KpuTepuu oLeHKH
- Ilepeuenb ymeHull, oceaueaembix 6 | - [IpaBunbHO
PaMKax oucyun/auHbl: PaCKpbIBaeT  CHUCTEMY
- oQopM/ISITb  JIOKYMEHTAl[Ml0 B | JOKYMEHTAl[IOHHOTO
COOTBETCTBUM C HOPMAaTHBHOM 0a30ii, B | obecrieueHust
TOM  UKWCIe C  HUCIO/b30BAHUEM | YIIPaB/IeHUS;
WH(OPMALIMOHHBIX TEXHOJIOTHI; - TIOKa3bIBaeT
- 0CBauBaTh TEXHOJIOTUHU | 0COOEHHOCTU
AaBTOMAaTHU3UPOBAHHOMN 00paboTKu | [1e/IONPOM3BOACTBA  Ha
JOKYMEHTAL[|H; COBPEMEHHOM 3Tarle.
- WCMO/b30BaTh  YHUGUIMPOBAHHBIE | - OCYIIIeCTBIISET
(OpMBI JOKYMEHTOB; XpaHeHHe W TIOMCK
- OCYUIEeCTB/ISITh XpPaHEHWe W TIOUCK | JOKYMEHTOB;
JOKYMEHTOB; - UCIOJb3yeT
- WCIOJIb30BaTh TeJIEKOMMYHHUKALIAOHHbI
TeJIeKOMMYHUKALUOHHbIE TE€XHOJIOTHU | € TEXHOJIOTUH B
B 3JIEKTPOHHOM JIOKyMEHTO00OpOTe. 3JIEKTPOHHOM

JIOKyMeHToo0oporTe.

ITepeuenb 3Hauull, oceaueaembiXx 8 | - 3HaeT
PAaMKax oucyunauHbl: TpeboBaHus K
- TIOHSTHe, LIe/Y, 3a[jaUi ¥ TIPUHLIUIIBI | COCTABJIEHUIO u
JIe/IOTIPOU3BO/ICTBA; 0(hopM/IEHHIO
- OCHOBHBIE TIOHSITUSL | JOKYMEHTOB,;
JOKYMEHTALUOHHOTO obecrieuenust | - 3HaeT
yTIpaBJIeHNs; OpraHMU3aLHIo
- CHUCTEeMBI JOKYMEHTALMOHHOTO | OKYMeHTOobopoTa:
obecrieueHus yIipaB/IeHHS; - TIpreMa,
- KmaccuUKaruo JOKyMeHTOB; 00paboTKy,
- TpebOBaHUSI K COCTaB/JIEHWIO U | PErMCTpALUIO,
0(hOPMJ/IEHUIO JOKYMEHTOB; KOHTPO/JIb, XpaHeHue
- OpraHu3alMio JOKyMeHTOoOopoTa: JIOKYMEHTOB,
- mipuemMa, 00OpabOTKy, perucTpanuio, | HOMEHK/IaTypy Jerl.
KOHTPOJIb,  XpaHeHHe  [OKYMEHTOB,
HOMEHKJIAaTypy JieJl.

- TECTUPOBAHUE;
- TpakTUUecKue 3aJaHusi TI0
pabore C uH(popMare,

JIOKyMeHTaMHU, JTUTepaTypoi;

- OLleHKa BBINIO/JIHEHUA 3a,an1/1171
Ha KOMIIVIEKCHOM 3K3dMeHe



http://www.eos.ru/
http://iprbookshop.ru/

